Dunbritton Housing Association Ltd.
Job Description & Person Specification

JOB TITLE: 


Corporate Services Assistant

GRADE:


EVH Grade 4; Points 9-12 
RESPONSIBLE TO:
Corporate Services Manager (CSM)
Job Purpose: To provide a comprehensive admin support service to the CEO, Corporate Services Manager (CSM) and other departments as directed by the Corporate Services Manager.
Responsibilities: 
· Supporting the CSM on Governance, Human Resources, Health and Safety and public relations, to enable the delivery of excellent admin support services across the Association.  
· Supporting the CSM in the delivery of effective support services. 
· Identifying and contributing to service improvements.

PRINCIPAL DUTIES:

· Supporting the CSM and delivering the full range of effective office management functions

· Providing general admin support and cover for reception
· Working closely with the CSM and other managers to deliver a range of admin services to support the Association’s governance structure

· Monitoring systems including KELIO and delivering reports as directed by the CSM

· Taking the lead role in delivering effective support including minute-taking for  meetings across the Association

· Arranging events including the Annual General Meeting 

· Supporting the CSM to deliver written reports, Newsletters and publicity items as required.

· Supporting the CSM in the review of Data Management and IT support functions

· Supporting the CSM in the review and implementation of the Association’s website

· To work closely with other managers and ensure the delivery of a range of effective admin support services 

· Supporting the CSM in the continuous review and development of the Corporate Services functions

· To embrace feedback from customers and colleagues and support the CSM to develop effective solutions.
· Carry out other relevant duties as required.
Person Specification

	Skills & Personal Qualities
	Essential
	Desirable

	Excellent customer care and communication skills; written, face to face and on the telephone.
	   
	 

	Ability to work well and flexibly in a team.
	   
	 

	Excellent interpersonal skills to deal with a range of customers, partners, contractors, colleagues and Board members.
	   
	 

	Competent in the use of Microsoft applications including Word, Excel, PowerPoint and Outlook. 
	   
	 

	Ability to understand procedures and policies and communicate confidently with others.
	   
	 

	Demonstrable enthusiasm and commitment to work with customers face to face and on the telephone.
	   
	 

	Ability to exercise good judgement based on information from a range of sources.
	 
	   

	Experience/Knowledge
	 
	 

	Previous relevant housing sector experience is desired, including working in a customer focused environment as part of a team.
	 
	   

	Understanding of the role of the social housing sector and how Housing Associations work.
	 
	   

	Qualifications
	 
	 

	Educated to HNC level or equivalent, or relevant experience
	 
	   

	Other
	 
	 

	Evening and very occasional weekend work is a requirement of the post.
	 
	   




